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equipment may be inspected upon leav-
ing Library buildings in order to pre-
vent the improper removal of property
belonging to the U.S. Government.

[51 FR 22073, June 18, 1986]

§ 701.4 Information about the Library.
Information about the activities, pro-

gram, services, organization, and his-
tory of the Library of Congress is pro-
vided by the Information Office, which
has primary responsibility for respond-
ing, or for arranging for other divisions
of the Library to respond, to inquiries
on these subjects from the public and
from representatives of public-informa-
tion media. Such information is pro-
vided through publications and
through individual response by tele-
phone, by mail, and in personal con-
ference. For convenience of the public,
the office administers information
counters in the James Madison and
Thomas Jefferson Buildings; its staff
answers visitors’ inquiries about the
Library but does not provide reference
service for readers wishing to use the
Library’s collections. Free publications
about the Library and some price pub-
lications and facsimiles of famous doc-
uments are available at this counter.

[35 FR 10588, June 30, 1970. Redesignated at 38
FR 27049, Sept. 28, 1973, and amended at 51
FR 22073, June 18, 1986]

§ 701.5 The Library’s reading rooms
and public use thereof.

(a) All members of the public wishing
to use materials from the Library’s
collections first must obtain a User
Card. The Library will issue User
Cards, in accordance with established
access regulations, to those persons
who present a valid photo identifica-
tion card containing their name and
current address. The Library-issued
User Card will include the name,
digitized photograph, and signature of
the user. It must be presented when re-
questing materials housed in the book
stacks or other non-public areas or
upon request of a Library staff mem-
ber. In accordance with Library regula-
tions which prescribe the conditions of
reader registration and use of Library
materials, presentation of a User Card
may be required for entry into certain
reading rooms. The Library will main-

tain the information found on the User
Cards, including the digitized photo-
graph and other pertinent information,
in an automated file for collections se-
curity purposes. Access to the auto-
mated file shall be limited to only
those Library staff whose official du-
ties require access. The automated file
shall be physically separated and ac-
cessible only from inside the Library.

(b) Materials in the general classified
collections of the Library are serviced
in the Main and Local History and
Genealogy reading rooms (Thomas Jef-
ferson Building), and the Science and
Social Science reading rooms (John
Adams Building). Special collections,
as explained further in subsequent sec-
tions, are serviced in the following
reading rooms; Archive of Folk Cul-
ture, European, Microform, and Rare
Book and Special Collections (Thomas
Jefferson Building), African and Middle
East and Asian (Adams Building), and
Geography and Map, Law Library,
Manuscript, Motion Picture and Tele-
vision, Newspaper and Current Periodi-
cal, Performing Arts, Prints and Pho-
tographs, and Recorded Sound Ref-
erence Center (James Madison Memo-
rial Building). Reference and biblio-
graphic assistance is provided by the
staff on duty in the reading rooms, to
the extent necessary to supplement the
reader’s prior use of library resources
elsewhere and/or to facilitate use of the
Library’s collections.

[51 FR 22073, June 18, 1986, as amended at 60
FR 34853, July 5, 1995]

§ 701.6 Service of the general collec-
tions.

(a) Requests for materials in the gen-
eral classified collections are submit-
ted by readers on forms provided for
that purpose. Available materials so
requested are located and delivered to
readers by the staff. Subject to speci-
fied limitations, materials may be re-
served for continued use. Access to the
bookstacks is permitted only under
regulations established by the Librar-
ian of Congress.

(b) Definitions.
(1) Security means administration of

continuing, effective controls in areas
where materials are housed for the pur-
pose of preprocessing or processing,
storage, access, or use. These controls
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are designed to safeguard against theft,
loss, misplacement, or damage from
improper use or vandalism and may
vary as appropriate to the quality,
monetary value, replaceability, fragil-
ity, or other special or unusual condi-
tions relating to the materials con-
cerned.

(2) Library material means:
(i) Items in all formats (including,

but not limited to, books and pam-
phlets; documents; manuscripts; maps;
microfiche, microfilms, and other
microforms; motion pictures, photo-
graphs, posters, prints, drawings, vid-
eotapes, and other visual materials;
newspapers and periodicals; recorded
discs, tapes, or audio/video/digital ma-
terials in other formats) either in the
collections of the Library of Congress
or acquired for and in process for the
Library’s collections;

(ii) Objects such as musical instru-
ments, printing blocks, copper engrav-
ing plates, paintings, and scrolls, and

(iii) Control files, which are manual
or automated files essential to the
physical or intellectual access to Li-
brary materials, such as catalogs, com-
puter tapes, finding aids, and shelflists.
These include items that are acquired
as an integral part of Library mate-
rials and are accessioned into the col-
lections with them permanent inven-
tory records, public catalogs, and other
finding aids.

(3) Security-controlled environment
means, but is not limited to: general
and special reading rooms and research
facilities where materials are issued
under controlled circumstances for use
of readers; the bookstacks and other
storage facilities where materials are
housed when not in use; and work areas
where materials are held temporarily
for processing.

(c) General policy for use of Library
materials. Materials retrieved for read-
ers’ use shall be used only in assigned
reading rooms or research facilities.
Use elsewhere in Library buildings re-
quires specific authorization from des-
ignated staff members of the custodial
unit. Use of materials assigned to ref-
erence collections shall be in accord-
ance with established regulations. To
minimize the risk of theft, loss, or
damage when the materials are re-
moved from designated storage areas,

the conditions of availability and use
will vary as appropriate to the quality
of materials, their monetary value,
replaceability, format, physical condi-
tion, and the purpose for which they
are to be circulated—reader use within
the Library, exhibits, preservation,
photoduplication, or loan outside the
Library. Unless otherwise specified by
Library regulations, and/or legal or
contractual obligations, the conditions
and procedures for use of materials, in-
cluding duplication, either inside or
outside of the Library buildings, shall
be determined by or in consultation
with the unit head responsible for the
custody of the material used.

(1) Any material removed from the
security-controlled environment of a
reading room or storage area, and
meeting the established criteria must
be charged as an internal or external
loan through the Loan Division, in ac-
cordance with established loan regula-
tions. The security of in-process mate-
rial, and special collections material
not meeting the criteria of these regu-
lations, is the responsibility of the di-
vision chief or equivalent Library offi-
cer with physical control of the mate-
rial. That division shall determine
whether or not a Loan Division inter-
nal charge must be created when an
item is removed for use. If a Loan Divi-
sion record is not created, the division
shall create and maintain a local
record until the item is returned.

(2) When the period of use is com-
pleted, all materials shall be returned
immediately to the custodial unit to be
placed in designated shelf or other lo-
cations in assigned storage areas.
Charge records for the returned mate-
rials shall be removed from the charge
files.

(d) Penalties. Readers who violate es-
tablished conditions and/or procedures
for using material are subject to pen-
alties to be determined by or in con-
sultation with the unit head respon-
sible for the custody of the material
used.

(1) When a reader violates a condition
and/or procedure for using material,
the division chief or head of the unit
where the infraction occurred may,
upon written notification, deny further
access to the material, or to the unit in
which it is housed, to be determined by
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the nature of the infraction and the
material involved.

(2) Within five workdays of receipt of
such notification, the reader may make
a written request, including the rea-
sons for such request to the Associate
Librarian for that service unit, or his/
her designee, for a reconsideration of
said notification.

(3) The Associate Librarian for that
service unit, or his/her designee, shall
respond within five workdays of receipt
of such request for reconsideration and
may rescind, modify, or reaffirm said
notification, as appropriate.

(4) Repeated violations of established
conditions and/or procedures for using
material may result in denial of fur-
ther access to the premises and further
use of the Library’s facilities or rev-
ocation of the reader’s User Card, in
accordance with established access reg-
ulations.

(5) Mutilation or theft of Library
property also may result in criminal
prosecution, as set forth in 18 U.S.C.
641, 1361, and 2071; and 22 D.C. Code 3106.

(6) In certain emergency situations
requiring prompt action, the division
chief or head of the unit where the in-
fraction occurred immediately may
deny further access to the material or
unit prior to making written notifica-
tion action. In such cases, the reader
shall be notified, in writing, within
three days of the action taken and the
reasons therefor. The reader then may
request reconsideration.

(7) A copy of any written notification
delivered pursuant to this part shall be
forwarded to the Captain, Library Po-
lice, the service unit, and the Director,
Integrated Support Services, for reten-
tion.

[35 FR 10588, June 30, 1970. Redesignated at 38
FR 27049, Sept. 28, 1973, and amended at 51
FR 22073, June 18, 1986; 60 FR 34853, July 5,
1995]

§ 701.7 Reference and bibliographic as-
sistance.

(a) Reference and bibliographic serv-
ices provided in response to requests
from readers and requests received by
telephone and by mail are governed by
policies and regulations established by
the Librarian of Congress.

(b) Readers requiring reference and
bibliographic assistance in the general

collections and aid in the use of the
catalogs may request help from the
staff on duty in the general reading
rooms. Requests for such assistance in
special collections are referred to the
appropriate specialized division and
reading rooms.

(c) Reference inquiries and requests
for service which cannot be satisfied by
other libraries or scholarly institutions
nearer the inquirer may be submitted
to the Library of Congress, which will
respond to them insofar and on such
conditions as available staff and facili-
ties permit.

[35 FR 10588, June 30, 1970. Redesignated at 38
FR 27049, Sept. 28, 1973, and amended at 46
FR 48661, Oct. 2, 1981]

§ 701.8 Assignment of special research
facilities.

(a) Study shelves. Individually-as-
signed reserve shelves are available ad-
jacent to several reading rooms for the
use of researchers whose work requires
access to the same materials over an
extended period of time. Shelves are
assigned to applicants for a specific pe-
riod through the Research Facilities
Office, Humanities and Social Sciences
Division. Shelves must be renewed at
designated intervals.

(b) Study desks. A limited number of
study desks are available for the use of
researchers engaged in full-time re-
search projects involving extensive use
of materials requiring larger amounts
of material drawn from the Library’s
collections, more work space, greater
physical security, and/or a more pri-
vate environment than might be pos-
sible in a reading room. Study desk
areas shall not be used as a primary of-
fice from which the project undertaken
is operated, nor as a business location.
Study desks are initially assigned for a
period not to exceed one year, with the
assignment and termination dates de-
termined by the Head of the Main
Reading Room Section, Humanities
and Social Sciences Division. The as-
signment of a study desk beyond the
first year may be made by the Chief of
the Humanities and Social Sciences Di-
vision for a maximum of two years
from the first assignment when there is
a demonstrated need for the continu-
ation of the assignment. Assignments
beyond two years require an exception
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